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ADM NI STRATI VE ASSI STANT TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible adm nistrative
positionin the fire departnment service. The primary duties and
responsi bilities include responding to major incidents to act as
an aide to help the incident commander in effectively managi ng
the incident. Perfornms |iaison responsibilities for |ocal,
state, federal, and private agencies. Assi sts the planning
officer in record keeping (e.g., situation statistician or
i ncident historian). In addition to working as a |logistics
of ficer, incunmbent supports incident mtigation efforts by
suppl yi ng needed equi pnent and/ or special services (e.g., fuel,
personnel, rehab, supplies, etc.). Serves as the departnent's
| nfectious Control Oficer. Maintains departnental records and
reports. Assists the Fire Chief in areas of budgeting,
research, and pl anni ng; personnel adm ni stration; and perform ng
assigned public relations duties. Assists the Fire Chief in
anal yzi ng operations and reconmmendi ng changes in all phases of
fire fighting operation, to include equipnment, staffing,
training, facilities, and nonitoring procedures for conpliance
with the I nsurance Associ ation of Louisiana (PIAL) regul ati ons.
This position requires the ability to keep confidential records,
reports, and work related to assisting the Fire Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Participates in research and planning for prograns and
activities of the department. Recomends nanagenent policies,
goal s and objectives for consideration by the Fire Chief.

Answers questions for the public about the operations of the
fire departnment or any related areas of enmergency services.
| nfornms the public about the fire department work by neans of
tal ks or denpnstrations.

Wrks to see the departnment operations help the parish to obtain
favorabl e PI AL rati ngs.

Coordinates fire departnment conferences and various other
projects as directed by the Fire Chief.

Performs any related duties assigned.
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QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents nust be net
adm ssion to exam nation.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and being a qualified elector of the State of Louisiana.

Must have the mninmum of a high school diploma or its
equi val ency.

After offer of enploynent, but before beginning work in this
cl ass, nmust pass a nedi cal exan nation prepared and adm ni stered
by t he appointing authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout accommodati on.

Must have worked five (5) years in a uniformservice of a paid
fire departnment.

Must be able to operate a microconputer to enter data, organize
dat a, and to prepare reports and ot her depart nent
correspondence.

Must be capable of expressing ideas clearly and concisely,
orally and in witing, to groups and individuals.
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